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Introduction 

This document provides instructions for common tasks in the ePerformance Support role in HR Links. 

Section 1: HR Support Tasks 

This section provides ePerformance Support with information about completing administrative tasks in 

the ePerformance component of HR Links. 

Topic 1.1: Create New Documents 

1.1.1 Create New Performance Document 

1 Select the Create Documents [Admin] tile. 

 

2 Enter the search criteria of the desired employee. 

3 Select Search. 
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4 Select the employee from the search results. 

5 Select Create Documents. 

 

6 Select Period Begin Date and Period End Date. 

7 Select Performance Document from the Document Type drop-down menu. 

8 Be sure that the Clone from Prior Document switch is set to No.  

Note: If you would like to clone a new performance document from an existing one, see the Clone a 

New Performance Document from Existing Performance Document section below. 

9 Use the Template drop-down to select GSA Annual Performance Plan. 

Note: Other options include Mass Approval and OIG Template. Do not use Mass Approval. The OIG 

Template will be used for GSA OIG ePerformance. 

10 Select Create. 

 

The document will appear in the employeeõs Current Documents. 
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1.1.2 Clone a Performance Document from an Existing Performance Document 

1 Select the Create Documents [Admin] tile. 

 

2 Enter search criteria to find the correct manager. 

3 Select Search. 

 

4 Select the employees from the list of search results. 

5 Select Create Documents. 
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6 Select Period Begin Date and Period End Date. 

7 Select Performance Document from the Document Type drop-down menu. 

8 Toggle the Clone from Prior Document switch to Yes. 

9 Use the lookup icon to select the associated prior document. 

10 Select Create. 

 

 

The new document will appear in the employeeõs Current Documents.  
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Topic 1.2: Change Document Reviewers 

1.2.1 Transfer Document Supervisor 

1 Select the Performance Documents [Admin] tile. 

 

2 Enter the search criteria of the desired employee. 

3 Select Search. 

 

4 Select the employeeõs performance document.  

Note: This document must be in Approval ð Submitted status. 



 Performance Management for ePerformance Support 9 
 

 

5 Select the Manager ID tab. 

 

 

6 Use the lookup function in the New Manager ID field to enter a new reviewer. 

7 Enter comments in the Comment field. 

8 Select Save. 



 Performance Management for ePerformance Support 10 
 

  



 Performance Management for ePerformance Support 11 
 

1.2.2 Change Document Approver 

Administrators may change the designated approver of a performance document after the document 

has been submitted for approval. To change a document reviewer, follow these steps: 

1 Select the Performance Documents [Admin] tile. 

 

2 Enter search criteria to find the correct employee. 

3 Select Search. 

 

4 Select the performance document on which you want to change an approver. 
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Note: The document must be in Approval ð Submitted status. 

5 Select the Approval Status tab. 

 

6 Select the Approver you wish to change from the drop-down menu. 

7 Use the Reassign To lookup icon to select the documentõs new approver. 
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8 Enter search criteria to find the new approver. 

9 Select the new approver from the search results. 

 

Note: The new Approver will be added at the same level as the previous reviewer. 
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10 Add a comment in the Comment section, if applicable. 

11 Select Save. 

 

 

  
















